Workshop on Time Management
Course Schedule
	No
	Topic
	Duration
	Time

	1
	Introduction and Pre-test 
	15 minutes
	8:30 – 8:45

	2
	How good is your time management
	30 minutes
	8:45 – 09:15

	3
	Overcoming Procrastination
	45 minutes
	09:15 – 10:00

	
	Tea Break
	15 minutes
	10:00 – 10:15

	4
	Prioritizing activities - urgency and importance
	45 minutes
	10:15 – 11:00

	5
	Evaluate Current Usage Of Time
	30 minutes
	11:00 – 11:30 

	6
	Organizing Your Work
	45 minutes
	11:30 – 12:00

	
	Lunch Break
	1 hour 
	12:00 – 01:00

	7
	Managing Meetings
	40 minutes
	01:00 – 01:40

	8
	Delegation
	45 minutes
	01:40 – 02:25

	9
	Continuous Improvement
	45 minutes
	02:25 – 03:05

	
	Closing and Post-test
	20 min
	03:05 – 03:25


08:30am -03:30 pm
